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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 1
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Michele Ng
	SUPERVISOR'S CLASS: Senior Engineer, W.R.
	personnel analyst: JCM
	personnel date: 10/22/2008
	PERCENT OF TIME: 35%25%15%
	activity: POSITION SUMMARYUnder minimal supervision of a Senior Engineer, W.R., the incumbent is responsible for budget preparation, expenditure and cost center tracking, purchasing, and related fiscal management.  The position is also responsible for recommending the percentage and amount of State funds to be reimbursed to the non-Federal sponsors of flood control projects, and assisting with the development and implementation of the regulations.  ESSENTIAL FUNCTIONSThis position requires the incumbent to work cooperatively with others; maintain regular, consistent, predictable attendance; and exercise good judgment.  The specific duties are:Analyze and forecast future reimbursements and funding needs based on local agency claim projections, pending and proposed legislation, State Controller's Office audit reports, and current and prior fiscal year encumbrances.   Prepare and track budgets using funding strips and purchase orders.  Assist the State Controller's Office auditors by researching, tracking, and reporting local agency claim amounts; eligible and ineligible items; requests for reconsideration; amounts paid, and amounts withheld pending further documentation or audits.   Review and maintain database for payment history and funding for flood control projects.  Prepare reports/summaries as required; log and track claims for reimbursement in the Subventions database; manipulate project data to prepare other reports/summaries as required.Determine appropriate reimbursement percentages from applicable project authorization and eligible claim amounts from engineering reports.  Prepare Reallocation orders based on recommended reimbursement amounts for the acquisition of lands, easements, and rights of ways, relocation of utilities, and other eligible costs associated with the project.  
	classification: Associate Governmental Program Analyst
	appointee: 
	dwr position number: 1463-5393-xxx
	sap personnel no: 
	sap position number: 50001171
	division: DFM/Statewide Grants Branch/Subventions Section
	mcr: 1
	percent 2: 10%10%5%
	activity2: Review proposed Flood Control project Non-federal Cost Sharing Reports to determine if project objectives are met and to recommend a project cost-share percentage.  Use available census data to determine when a project meets the Impoverished area objective as required by regulation.  Attend meetings with the non-Federal sponsors of the flood control projects and other outside agencies/entities to represent the State's interest in flood control projects.  Assist section staff with developing regulations to administer the program as required by statutes by following the Office of Administrative Law process for rulemaking.  Review and analyze legislation pertaining to flood control issues, and provide researched material as requested in a clear and concise report.OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering and/or the Public Affairs Office during Governor-declared emergencies, including flood, dam, SWP, and other incidents and emergencies.  This position may serve in one of the sections as established in the Standardized Emergency Management System/Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.KNOWLEDGE, SKILLS, ABILITIES Knowledge of: . Personal computers. Budget Office, Accounting Office, and Contracts Office functions and proceduresSkills in:. Computer skills in spreadsheets, word processing, and databasesAbility to:. Reason logically and creatively. Analyze data and present ideas and information effectively, both orally and in writing. Gain and maintain the confidence and cooperation of local agencies/entities contacted during the course of work. Write, review, and edit written reports. Establish and maintain project priorities. Analyze financial and technical data. Pro-actively foresee and solve problems 
	supervisor name: 
	employee name: 


